A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

This job aid provides instructions for adding lease and receivable lease amendments. Please read the document
in its entirety. The number and order of system updates vary by type of amendment.
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FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Overview

An amendment modifies the terms of an existing lease or receivable contract. In FPMT, the majority of data will
be added via the Lease Review or Receivable Review wizard by a user with the accounting role. If the
amendment includes a change in square footage, a user with the facilities role will also need to make an update
to the associated space table.

In the Lease Review wizard, a user with the accounting role will update existing tables with the new terms
and/or add new tables (e.g., new payment series or an option) before adding the new amendment.

NOTE: Amendments that involve a change in square footage require an additional update that cannot be
completed in the Lease Review or Receivable Review wizard. A user with the facilities role will need to
manually update the space table outside of a wizard. The order of these updates is important depending
on whether the square footage is increasing or decreasing.

In addition to adding an amendment table in FPMT, the table below outlines the other system updates required for
each type of amendment.

Required Updates by Amendment Type

Amendment Type Lease Tables Data Field/Action
Lease Extension Lease/Receivable Lease Contract Lease End Date (update)
Lease/Receivable Lease Payment Payment End Date (update)
Square Feet & Rent Change Lease/Receivable Lease Contract Lease Square Feet (update)
Space(s) Square Feet (update)
Lease/Receivable Lease Payment (existing) Payment End Date (update)
Lease/Receivable Lease Payment (new) New Lease Payment (add)
Square Feet Change Lease/Receivable Lease Contract Lease Square Feet (update)
Space(s) Square Feet (update)
Rent Rate Change Lease/Receivable Lease Payment (existing) Payment End Date (update)
Lease/Receivable Lease Payment (new) New Lease Payment (add)
Add Option(s) Lease/Receivable Lease Option (new) New Lease Option (add)
Delete Option(s) Lease/Receivable Lease Option (existing) Lease Option Status (inactive)
Amend Legal Description None None
Revise Parking Lease/Receivable Lease Contract Parking Included in Lease (update)
Parking Stall Count (update)
Ownership Change Lease/Receivable Lease Contract Lessor Name (update)
If FPMT sends transactions to AFRS: If FPMT sends transactions to AFRS:
Lease Contract Vendor Number and Suffix (update)
Lease Payment (existing) Payment End Date (update)
Lease Payment (new) New Lease Payment (add)
Other Change in Lease Term Lease/Receivable Lease Contract Lease End Date (update)
Lease/Receivable Lease Payment Payment End Date (update)
Asset Impairment Lease/Receivable Lease Contract Lease End Date (update)
Lease/Receivable Lease Payment Payment End Date (update)
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When completing the data entry, the order of steps is determined by the type of amendment.

Amendments With No Change in Square Feet

Step | Action — Accounting User Additional Information

1 Launch Lease Review or Use the search option to find your agency and select the Lease
Receivable Review business Review or Receivable Review business process wizard from the
process wizard agency menu options.

2 Update existing data as needed | Edit lease/receivable contract and associated data as needed per

the amendment type.

Add new amendment Add new amendment table within wizard.
Review changes and exit Use the data review section to review your updates.
business process wizard Select save and close to exit the business process wizard.

5 Attach copy of amendment After completing the wizard, attach a copy of the amendment in

the amendment table.

Amendments With an Increase in Square Feet

Step | Action — Accounting User Additional Information
1 Launch Lease Review or Use the search option to find your agency and select the Lease
Receivable Review business Review or Receivable Review business process wizard from the
process wizard agency menu options.
2 Update existing data as needed | Edit lease/receivable contract and associated data as needed per
the amendment type.
Add new amendment Add new amendment table within wizard.
4 Review changes and exit Use the data review section to review your updates.
business process wizard Select save and close to exit the business process wizard.
5 Attach copy of amendment After completing the wizard, attach a copy of the amendment in
the amendment table.
Step | Action - Facilities User Additional Information
6 Update space table Manually update the space table with the new square footage.

Amendments With a Decrease in Square Feet

Step | Action — Facilities User Additional Information
1 Update space table Manually update the space table with the new square footage.
Step | Action — Accounting User Additional Information
2 Launch Lease Review or Use the search option to find your agency and select the Lease
Receivable Review business Review or Receivable Review business process wizard from the
process wizard agency menu options.
3 Update existing data as needed | Edit lease/receivable contract and associated data as needed per
the amendment type.
4 Add new amendment Add new amendment table within wizard.
Review changes and exit Use the data review section to review your updates.
business process wizard Select save and close to exit the business process wizard.
6 Attach copy of amendment After completing the wizard, attach a copy of the amendment in
the amendment table.
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Enter Lease Amendment

Lease and Receivable Lease Amendments - Facility
Facilities Portfolio Management System (FPMT)

Does the amendment involve a change in square footage? If no, skip to the Lease Review wizard section on the
next page. If yes, is the square footage increasing or decreasing? If the square footage is increasing, skip to the
Lease Review wizard on the next page. If the square footage is decreasing, first complete the space table

update below.

Update Space Table - Square Footage Decreasing

If the square footage is decreasing, manually update the Space table (must have facilities role). If the square
footage is increasing, skip down to the Launch Lease Review Wizard.

1. Select: Open.
@History QSearch IY 7 Filter g:sdections

1. Select: Search.

2. Select: Filter by.

3. Select: Spaces.

4. Select: Refine by.

5. Select: Lease Number
6. Input: Lease Number
7. Select: Search.

8. Select: Menu.
9. Select: Edit.

10. Edit: Square Feet.
11. Select: Save And Close.

Lease and Receivable Lease Amendments - Facility

Data Explorer

Begin here to search, analyze, and drill down into your data

Search o

& - | Entertextto search

ABC

2

Lease Number
@ | contains -

Add criteria

Refine by
SEARCH Explain Clear All

0001 Manage

Space Select [% Documents (0)

nique Facility | @ Open E IE&] Photos (0)

Agency: Depart hen
Lease Number: ‘ g Reports

i
[ Delete

Square Feet (3)

SAVE AND CLOSE Cancel
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Launch Lease Review Wizard
The Lease Review wizard is accessed from the agency menu (must have accounting role).

1. Select: Open. @ Data Explorer

Begin here to search, analyze, and drill down into your data

2. Select: Search. @History O~Search YF_Y‘H §=Selecﬁcns

3. Select: Filter by. Se;rch
4. Select: Agencies. S
5. Select: Refine by. —;
6. Select: Agency
Abbreviation. @) ~oencies 139)
=>» Select your agency from the
it /1
7. Select: Search. Agency Abbreviation Agency Abbreviation

Q Equals - E

Clear Sort ~

8. Select: Menu. —_oAge“C'es

9. Select: Lease review.

A Sample g
e Saiaci [% Enente i
Ac y Number (4 Digit) D open 2 &8 Photos
ncy Abbreviation + lﬂllll o

Business Process Wizards
Create Leased Facility

Create Owned Facility

= i
v# Lease Review

- 2 -
v# Receivable Review
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Update Lease Contract

FPMT will display a list of active lease contracts for the agency. Refer to the required updates by type of
amendment summary for details on specific updates to make within the wizard.

- ‘
1. Select: Details. wp Lease Review

Review lease contracts
= Use the search option to find

Facility Lease Contracts
Search Lease Numbers
Land Lease Contracts
t h Search for lease contract

Other Asset Lease Contracts

Data Review Lease Name Lease Number Lease Start Date Lease End Date Details
Sample 123 Sample 08/31/2020 12/30/2020
Sample 222 Sample 08/31/2020 12/30/2020 E
£ Previous Next ¥ Cancel All Changes

2. Edit: Facility lease contract . . .
details. Edit Facility Lease Contract Details

= Use the scroll bar to N“‘S"‘e |
review/edit additional data. ampie
3. Select: Next. pescnption
= FPMT will display an error
message if there are data Lease Number
validation issues that you need 123 Sample
to correct. Lessor @
Sample
Lease Type
Financed Lease - Lease that is financed by outstanding debt and typically ownership of the assetis ~
Real Estate Authority @
€ Previous Cancel Changes
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Update Existing Lease Payments

FPMT will display a list of active lease payments for the lease contract. If the amendment type requires an update
to an existing payment, select the Details icon.

1. Select: Details. Facility Lease Contracts Lease PaymentS
Facility Lease Contract .
Payment Series 7
Payment Name Details Delete
Facility Lease Payments Number
Facility Lease Options Sample 123 Sample i
Facility Lease Amendments Addi Niew Liaase Payment

Land Lease Contracts

Other Asset Lease Contracts

£ Previous Next P Cancel Changes
Data Review
2. Review/Edit: Lease Edit Lease Payment Details
payment details. Name
=>» Use the scroll bar to Sample
review/edit additional data.
Description
3. Select: Save changes.
= FPMT will display an error
message if there are data Payment Series Number
validation issues that you need 123 Sample
to correct.
Payment Frequency
Monthly -
Payment Type v

Cancel Changes
Add New Lease Payment(s)

If the amendment type involves a change in rent, you will also need to add a new payment series.

1. Select: Add new lease Facility Lease Contracts Lease Payments
payment. Facility Lease Contract
Payment Name Paymenk Serlv Details Delete
ili : Sample 123 Sample .
Facility Lease Options E [[HE
Facility Lease Amendments _
Land Lease Contracts
Other Asset Lease Contracts
£ Previous Next » Cancel Changes
Data Review
2. Input: Name. o
> use payment ype -payment [ ]
series number (pa_yment type Description
dash payment series number).
=>» Description is optional.
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3. Input: Payment series
number.

= Use sequential numbers for
payment series (1, 2, 3, etc.).

4. Select: Payment frequency.
5. Select: Payment type.

6. Input: Payment amount.

7. Input: Index rate.

=>» Use the index or rate in effect
at lease commencement.

8. Input: Payment start date.
9. Input: Payment end date.

10. Select: Day payment
initiated.
= Use day payment initiated if
transactions are being sent to
AFRS.
11. Select: Hold payments.
12. Select: Deferred
maintenance.
= Comments are optional.

13. Select: Save changes.

= FPMT will display an error
message if there are data
validation issues that you need to
correct.

Lease and Receivable Lease Amendments - Facility

Lease and Receivable Lease Amendments - Facility
Facilities Portfolio Management System (FPMT)

Payment Series Number

Payment Frequenc
I - I

Payment Type

|

1

Payment Amount

|

Index Rate @

|

Payment Start Date

EE

Payment End Date

Day Payment Initiated {2}

|

Hold Payments

Deferred Maintenance

Comment

SAVE CHANGES Cancel Changes
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Update Existing Lease Options

FPMT will display a list of active lease options for the lease contract. If the amendment involves updating an
existing option, follow the steps below.

1. Select: Details Facility Lease Contracts Lease O p‘tions
Facility Lease Contract

Option Name Option Number Details Delete
Facility Lease Payments

Sample 123 Sample @ i
Facility Lease Options . i

Add New Lease Option
Facility Lease Amendments

Land Lease Contracts
Other Asset Lease Contracts

Data Review £ Previous Next » Cancel Changes

. o o - . - ~
2. Review/Edit: Lease option Edit Lease Option Details
details.
N
= Use the scroll bar to L
review/edit additional data. Sample
3. Select: Save changes. —_—
= FPMT will display an error
message if there are data
validation issues that you need Option Number
to correct. 123 Sample
Option Type
__Seapeesae | Y
4. Select Next. Facility Lease Contracts Lease Options
A i
9 FPMT Wl” dISp|ay an error Facf Tty RS Option Name Option Number Details Delete
message if there are data e il — N—— 7] f
validation issues that you need R :
ew Lease Option

to Correct Facility Lease Amendments

Land Lease Contracts

Other Asset Lease Contracts

Data Review £ Previous Cancel Changes
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Add New Lease Option
If the amendment involves adding a new option, follow the steps below.

1. Select Add new |ease Facility Lease Contracts Lease Op‘tions
Optlon_ Facility Lease Contract

Facility Lease Payments

Sample 123 Sample ’E m
Facility Lease Options
Add New Lease Option

Facility Lease Amendments

Option Name Option Number Details Delete

Land Lease Contracts

Other Asset Lease Contracts

Data Review £ Previous Next Cancel Changes

Name

2. Input: Name.

3 use opionype-opion [ ]
number (option type dash option
number).

=>» Description is optional.

Description

Option Number

3. Input: Option number.
=>» Use option number in the I I

order it appears in lease Option Type

contract (1, 2, 3, etc.). I - I
4. Select: Option type. Option Description

5. Input: Option description.

=>» Option date is optional. Option Date

-
-
-
-

Bl

6. Select: Reasonably certain Reasonably Certain Option Will Be Exercised ()

=>» This will determine if the

payment is included in lease Exercise Price @
liability and lease asset
calculations.

Comment

v If yes, and option type is
purchase, the exercise price of
the purchase option will be
required.

= Comments are optional.

7. Select: Save changes. Cancel Changes
= FPMT will display an error

message if there are data
validation issues that you need
to correct.
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Add Lease Amendment
All lease amendment types require an amendment table.

Facility Lease Contracts Lease Amendments

Facility Lease Contract

1. Select: Add new lease
amendment.

Amendment Name Amendment Number Details Delete
Facility Lease Payments
e

Sample 123 Sample
Facility Lease Options i P E i}

= IA‘dd New Lease Amendment l
Facility Lease Amendments

Land Lease Contracts

Other Asset Lease Contracts

Diita Review £ Previous Next > SAVE CHANGES Cancel Changes

Name

2. Input: Name.
amendment number for the
name. (e.g., Lease Extension — 1)

=>» Description is optional.

Description

Amendment Number

3. Input: Amendment number.
= Use sequential numbers for
amendments in the order they

Amendment Tvpe
4. Select: Amendment type.

5. Input: Amendment Amendment Description

description.
=>» Provide brief description of
what has changed in the lease.

. Amendment Effective Date
6. Input: Amendment effective

FOD0ON

date. 131

7. InpUt: _Amendment Amendment Execution Date
execution date. ooy
(21

= Comments are optional.

Comment

8. Select: Save changes. SAVE CHANGES Cancel Changes
= FPMT will display an error

message if there are data
validation issues that you need
to correct.
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Data Review and Exit Business Process Wizard
FPMT will display leases for facilities, land and other assets, as applicable.

You can expand each area to display specific lease contracts. This provides a quick way to review the
information before you save your changes and exit the business process wizard.

1. Select: Open. - .
2 Review your changes. Select % Lase Review
eview lease contracts

Previous” to return to an earlier — PR © tistory | Y Fiter | %, Hirarchy
screen and make corrections. : .
Starting Point

2. Select: Save and Close. FacilityL eese Contracts Navigate all data

= FPMT will display an error K
message If there are data Other Asset Lease Contracts

validation issues that you need

to correct. E————

@ Land Lease Contracts
=> FPMT will save all changes v

> »

Facility Lease Contracts

Select an entity on the left.

and close the business process
wizard.

Cancel all changes = cancel all
changes and close the

) N Other Asset Lease Contract
business process wizard.

£ Previous Next SAVE AND CLOSE Cancel All Changes

Other Asset Lease Contracts

Sample

= FPMT uses standard navigation tools to drill-up/drill-down to review information.
Use the navigation options to go back (history) or narrow results (filter) or expand/flatten the
hierarchy (flat/hierarchy) to review information.

i History W Filter Flat
@ Navigation < @--—Y--@-—-
Starting Point
Navigate all data *
A

Landllease Contracts = @ Facility Lease Contracts

Other Asset Lease Contracts
= @ Land Lease Contracts
v

= @ Lease Amendments
v

= @ Lease Options

v
= @ Lease Payments

v

Facility Lease Contracts

= @ Other Asset Lease Contracts Select an entity on the left.
A
Sample
Other Asset Lease Contract
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Attach Copy of Amendment Document
Navigate to the new lease amendment tile to attach a copy of the document.

1. Select: Search. ; - | #mm :
{:IH|st0r IQ Search IY Filter = 5, Selections
2. Input: Lease number in y G

quotf\tlon marks i Search o
= e.g., “SRL 16-0143
3. Select: Search. &~ "SRL16-0748"
Filter by =
Explain Clear All

4. Select: Menu.

5. Select: Documents. 001

Lease Amend

Lease Number: SRL {Manage
Amendment Number, Select N
Amendment Type: Le
@ Open E Photos (0)
||'||j Reports

6. Select: Upload. =B Sample

Documents

@ Upload @ Download Selected

No documents found.

7. Select: Browse for files. Upload a File

f?eYSOU can also drag and drop Browse for File(s) Clear Successful Uploads

Drag and drop files here

=>» In this example, we select a file to upload.

> This PC » Windows (C:) » Sample hd
L | This PC A [:I Name
Ml Desktop I samE|e I
&= Documents B Sample
¥ Downloads @ Sample123
= % Windows (C)
File name: ‘Sample ~ | All Files v

8. Select: Close. Sample.pdf &

CLOSE
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Update Space Table - Square Footage Increasing

If the square footage is increasing, the last step in the process is to update the square feet in the

associated Space table. When you searched by the lease contract number in the previous step, the Space table
was returned as one of the tables in your tile list.

1. Select: Menu. 0001 Manage

Space
2. Select: Edit. Unigue Facility D A1 Select ‘%Documems (0)

Agency: Department @ Open E Photos (0)

Lease Number: SRL 1
Iﬂ.j Reports

—
[ Delete

3. Edit: Square Feet.

Square Feet (3)
4. Select: Save And Close.

SAVE AND CLOSE Cancel
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Enter Receivable Lease Amendment

Does the amendment involve a change in square footage? If no, skip to the Receivable Review wizard section on
the next page. If yes, is the square footage increasing or decreasing? If the square footage is increasing, skip to
the Receivable Review wizard section on the next page. If the square footage is decreasing, first complete the
Space table update below.

Update Space Table - Square Footage Decreasing

If the square footage is decreasing, manually update the Space table (must have facilities role). If the square
footage is increasing, skip down to the Launch Receivable Review Wizard.

1. Select: Open. Data Explorer
Begin here to search, analyze, and drill down into your data

1. Select: Search. @History QSearch IY ¥ Filter g: Selections

2. Select: Filter by.

3. Select: Spaces. Search Q
4. Select: Refine by. o
5. Select: Receivable Lease —
Number
6. Input: Receivable Lease © 'S Spaces (13301) A
Number

Receivable Lease Number
7. Select: Search.
€ Ccontains -

Add criteria

SEARCH Explain Clear All

Manage
8. Select: Menu. 0001

i Space Select =D ts (0)
9. Select: Edit. e (@ pocuments ¢
N Y1 @ open [EZ] Photos (@)

Agency: Depart oen
Lease Number: ‘ llaa Reports

—
[ Delete

10.Edit: Square Feet. Square Feet (3)
11. Select: Save And Close.

SAVE AND CLOSE Cancel
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Launch Receivable Review Wizard
The Lease Review wizard is accessed from the agency menu (must have accounting role).

1. Select: Open. @ Data Explorer

Begin here to search, analyze, and drill down into your data

2. Select: Search. @History O~Search YF_Y‘H §=Selecﬁcns

Select: Filter by. Search
Select: Agencies.

* -~
Select: Refine by. —;

Select: Agency
Abbreviation. @) ~oencies 139)

=>» Select your agency from the

:
ist. 17y

7. Select: Search. Agency Abbreviation Agency Abbreviation

Q Equals - E

Clear Sort ~

SEARCH Explain Clear All Sample Agency

o np P

8. Select: Menu. = e Agencies
9. Select: Receivable review.
Manage
..... [g D -
@ open 3
g Ad filaa
A Edn

Business Process Wizards
Create Leased Facility

Create Owned Facility

“ ;
v# Lease Review

“ = =
v# Receivable Review
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Update Receivable Contract

FPMT will display a list of active receivable contracts for the agency. Refer to the required updates by type of
amendment summary for details on specific updates to make within the wizard.

< Receivable Review

1 - SeleCt Detalls' ’ Review receivable contracts
= Use the search option to find - .
; pt : guvaien S Facility Receivable Contracts
a receivable contract in the list.
Search Receivable Contract Numbers
Land Receivable Contracts h Search for receivable contract
Other Asset Receivable Contracts - - -
Data Review Receivable Name ;umberu & ;tart Da:; ¢ ;nd Dat: Contract Details
Sample 123 Sample 08/31/2020 12/30/2020
£ Previous Next ¥ Cancel All Changes
LB & |
2 Review/Edit: Facility Edit Facility Receivable Contract Details ]
receivable contract details. e
=>» Use the scroll bar to Sample
review/edit additional data. -
Description

3. Select: Next.

= FPMT will display an error
message if there are data
validation issues that you need
tO COI’reCt. Receivable Contract Type

Financed Lease - Lease that is financed by outstanding debt and typically ownership of the assetis ~

Receivable Contract Number (3)

123 Sample

Real Estate Authority (3

£ Previous Cancel Changes
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Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

Update Existing Receivable Payments

FPMT will display a list of active receivable payments for the receivable lease contract. If the amendment type
requires an update to an existing payment, select the Details icon.

1. Sel ect: Details_ Facility Receivable Contracts Receivable Payments
Facility Receivable Contract Payment Name Payment Series Number Details Delete
Sample 123 Sample m
Facility Receivable Options Add New Receivable Payment

Facility Receivable Amendments
Land Receivable Contracts

Other Asset Receivable Contracts

Data Review £ Previous Next Cancel Changes
2 Review/Edit: Receivable Edit Receivable Payment Details A
payment details. Ll
= Use the scroll bar to Sampls
review/edit additional data. pesiption
3. Select: Save changes.
= FPMT will display an error
message if there are data Payment Series Number
validation issues that you need 123 Sample
to correct.
Payment Frequency
Monthly -
Payment Type -
S i Cancel Changes
4. Select: Next. Facility Receivable Contracts Receivable Payments
9 FPMT WI” dlsplay an error Facility Receivable Contract Payment Name Payment Series Number Details Delete
message if there are data Sample 123 Sample = o
Valldatlon ISSUES that yOU need Facility Receivable Options Add New Receivable Payment
to correct. Facility Receivable Amendments
Land Receivable Contracts
Other Asset Receivable Contracts
Data Review £ Previous Cancel Changes
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Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

Add New Receivable Payment(s)
If the amendment type involves a change in rent, you will also need to add a new payment series.

1. Select: Add new receivable Facility Receivable Contracts Receivable Payments
payment. Facility Receivable Contract Payment Name Payment Series Number Details Delete
Facility Receivable Options I Add New Receivable Payment I

Facility Receivable Amendments
Land Receivable Contracts
Other Asset Receivable Contracts

Data Review £ Previous Next ¥ Cancel Changes

2. Input: Name. —

> use paymente-paymert [ ]

series number (payment type
dash payment series number).

=> Description is optional.

Description

Payment Series Number

3. Input: Payment series
number.

= Use sequential numbers for eV Tl e T
payment series (1, 2, 3, etc.). -

4. Select: Payment frequency. Eaymentivoe

5. Select: Payment type. I -
6. Input: Payment amount. Payment Amount
7. Input: Index rate. Index Rate @

at lease commencement.

8. Input: Payment start date. e S

9. Input: Payment end date. EH
= Comments are optional. Payment End Date
G
Comment
10. Select: Save changes. Cancel Changes
= FPMT will display an error
message if there are data
validation issues that you need
to correct.
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FACILITIES

Lease and Receivable Lease Amendments - Facility
Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Update Existing Receivable Lease Options

If the amendment involves a change to an existing option, follow the steps below.

1. Select: Details.

Facility Receivable Contracts Receivable Options

Facility Receivable Contract

Option Name Option Number Details Delete
Facility Receivable Payments Sarple 123 Sample m
Add New Receivable Option
Facility Receivable Amendments
Land Receivable Contracts
Other Asset Receivable Contracts
Data Review £ Previous Next > Cancel Changes
o Baviewiglie Feeden Edit Receivable Option Details
option details.
Name
=>» Use the scroll bar to |
review/edit additional data. Sample
3. Select: Save changes. Description
= FPMT will display an error
message if there are data
validation issues that you need Option Number
Option Type
SAVE CHANGES Cancel Changes
4 Select. NeXt Facility Receivable Contracts Receivable Options
9 FPMT W|” dlsplay an error i) Recshabis Cantinds Option Name Option Number Details Delete
message if there are data ' i i sample 123 Sample 7 i

validation issues that you need
to correct.

Lease and Receivable Lease Amendments - Facility

Facility Receivable Options

Facility Receivable Amendments

Add New Receivable Option

Land Receivable Contracts
Other Asset Receivable Contracts

Data Review

£ Previous Cancel Changes

April 6, 2023
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Add New Receivable Lease Option
If the amendment involves adding a new option, follow the steps below.
1. SE‘|eCt Add new I’ecelvab|e Facility Receivable Contracts Receivable Options

1 Facility Receivable Contract
OptIOI’] . v Option Name Option Number Details Delete

Facility Receivable Payments -

Sample 123 Sample E i}
Facility Receivable Options I GRS I
Add w Keceivable Opliol

Facility Receivable Amendments

Land Receivable Contracts
Other Asset Receivable Contracts

Data Review £ Previous Next » Cancel Changes

2. Input: Name. el

> useoptonpe-opion [ ]

number (option type dash option
number).

=>» Description is optional.

Description

Option Number

3. Input: Option number.

=>» Use option humber in the I

order it appears in receivable Option Type

lease contract (1, 2, 3, etc.). I ~
4. Select: Option type. Option Description

5. Input: Option description.

= Option date is optional. Option Date

B

6. Select: Reasonably certain Reasonably Certain Option Will Be Exercised (3)

=>» This will determine if the

payment is included in lease Exercise Price @
liability and lease asset
calculations.

Comment

v If yes, and option type is
purchase, the exercise price of
the purchase option will be
required.

= Comments are optional.

7. Select: Save changes. Cancel Changes
= FPMT will display an error

message if there are data
validation issues that you need
to correct.
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Add Receivable Lease Amendment
All amendment types require an amendment table.

1. Select: Add new receivable Facility Receivable Contracts Receivable Amendments

Facility Receivable Contract

amendment- Amendment Name Amendment Number Details Delete
Facility Receivable Payments

Sample 123 Sample E j'f

IAsd New Receivable Amendment I

Facility Receivable Options

Facility Receivable Amendments

Land Receivable Contracts

Other Asset Receivable Contracts

Data Review £ Previous Next SAVE CHANGES Cancel Changes

Name

2. Input: Name.
amendment number for the
name. (e.g., Lease Extension — 1)

=>» Description is optional.

Description

Amendment Number

3. Input: Amendment number.
= Use sequential numbers for
amendments in the order they

Amendment Tvpe
4. Select: Amendment type.

5. Input: Amendment Amendment Description

description.
=>» Provide brief description of
what has changed in the lease.

. Amendment Effective Date
6. Input: Amendment effective

o000

date. 21)

7. InpUt: _Amendment Amendment Execution Date
execution date. ooy
(21

= Comments are optional.

Comment

8. Select: Save changes. SAVE CHANGES Cancel Changes
= FPMT will display an error

message if there are data
validation issues that you need
to correct.
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Data Review and Exit Business Process Wizard

FPMT will display receivable contracts for facilities, land and other assets, as applicable.
You can expand each area to display specific receivable contracts. This provides a quick way to review
the information before you save your changes and exit the business process wizard.

1. Select: Open. - ‘ ‘
- Review your changes. Select % Recelvable Review
“Previous” to return to an earlier © History Y Fiter | %, Hierarchy

screen to make corrections. Starting Point
Facility Receivable Contracts Navigate all data A
2- SEIeCt Save and Close Land Receivable Contracts AA
= FPMT will display an error e — Facility Receivable Contracts
message if there are data v
validation issues that you need il S = Land Receivable Contracts
to correct. @ v
- . Select an entity on the left.
= FPMT wiill SaV(.? all Changes = Other Asset Receivable Contracts
and close the business process "
wizard.
Sample

Cancel all Changes = cancel all Other Asset Receivable Contract -

changes and close the open

business process wizard. d

£ Previous Next 9 SAVE AND CLOSE Cancel All Changes

= FPMT uses standard navigation tools to drill-up/drill-down to review information.
Use the navigation options to go back (history) or narrow results (filter) or expand/flatten the
hierarchy (flat/hierarchy) to review information.

@& Navigation < History Filter E Flat
— -

@ Starting Point

Eacili .
acility Receivable Contracts Navigate all data

Land Receivable Contracts

Other Asset Receivable Contracts - @ Facmty Receivable Contracts
v

= @ Land Receivable Contracts .
v

= @ Other Asset Receivable Contracts

> »

v

— @ Receivable Amendments

v Select an entity on the left.
= @ Receivable Options

v
= @ Receivable Payments

A

Sample

Receivable Payment A
View
o v
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A Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

Attach Copy of Amendment Document
Navigate to the new receivable amendment to attach a copy of the document.

1. Select: Search. -
2 Input: Receivable lease @His‘[oryIO‘Search IY Filter g: Selections

number in quotation marks
> e.g., “SSL 18-0115" Search 0
3. Select: Search.

&~ 'ssL18-0115]

Filter by ~

SEARCH Explain Clear All

4. Select: Menu. .
Lease Extension
5. Select: Documents. Receivable Amendm

eceivable Contract Numbe Manage
Amendment Number: 1 celect “
elec = t
Amendment Type: Lease EX _DDC'JmEﬂ s (0)
- e
@ Open ¢ Photos (0)
||'||j Reports

6. Select: Upload. [=& Sample

Documents

@ Upload @ Download Selected

No documents found.

7. Select: Browse for files. Upload a File

f?YOU can also drag and dl’Op Browse for File(s) Clear Successful Uploads
les.

Drag and drop files here

=> In this example, we select a file to upload.

> This PC » Windows (C:) » Sample hd
% This PC ~ [J Name
:’ DESktOp I Samp|e
&# Documents g5 Sample
& Downloads @) Sample123
= % Windows (C)
File name: |Sample ~ | AllFiles e

8. Select: Close. Sample.pdf &

CLOSE
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- Lease and Receivable Lease Amendments - Facility
FACILITIES Facilities Portfolio Management System (FPMT)

Update Space Table - Square Footage Increasing

If the square footage is increasing, the last step in the process is to update the square feet in the

associated Space table. When you searched by the receivable lease contract number in the previous step, the
Space table was returned as one of the tables in your tile list.

0001 |Mm
1. Select: Menu. - anage
] Space -

2. Select: Edit. Eumque Facilty || 0 (i pocuments ()
Agency: Departr| (3) open 3 Photos (0)
Lease Number: [f° Edh] |I'||jREDDrTS

m Delete
3. Edit: Square Feet. Square Feet (3)

4. Select: Save And Close.

SAVE AND CLOSE Cancel
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